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SF 123. The authorized donee rep-
resentative shall complete blocks 13a,
b, and c. The original and five copies
shall be sent to the property disposal
officer, who shall complete blocks 14a,
b, and c.

(B) The property disposal officer
shall retain one copy of the SF 123 and
return the original and four copies to
the authorized donee representative.

(C) The authorized donee representa-
tive shall send the original and four
copies of the SF 123 to the head of the
SEA for approval if applicable. The
head of the SEA shall indicate approval
by signing block 13d and entering the
date in block 13e. That activity shall
then forward the original and three
copies of the SF 123 to the GSA re-
gional office for the region in which
the property is located, retaining the
fourth copy for its files.

(D) At such time as GSA approves
the transfer, the GSA office will com-
plete the SF 123 in blocks 14d, e, and f;
retain one copy, send the original and
one copy to the holding agency; and
send an informational copy to the
State agency for the State in which the
SEA school, club, or council is located.

(E) The property disposal officer,
upon receipt of the approved SF 123
from GSA, shall release the property to
the authorized donee representative in
accordance with the pickup or shipping
instructions shown in block 11.

(3) Public airport. (i) The applicant
shall prepare and submit an original
and four copies of SF 123 to the appro-
priate FAA official for surplus property
required for public airport purposes.
The applicant shall sign in block 13b.
One copy of SF 123 shall be sent to the
holding agency by the applicant.

(ii) The appropriate FAA official
shall indicate approval by completing
blocks 14 a, b, and c; retain one copy;
and send the original and three copies
to the appropriate GSA office.

(iii) At such time as the property is
determined surplus and approved for
transfer by GSA, the GSA office will
complete the SF 123 in blocks 14 d, e,
and f; forward the original to the hold-
ing agency; return two copies to the
appropriate FAA official; and retain
one copy for the files.

(iv) The appropriate FAA official
shall send one copy of the SF 123 to the

applicant and retain one copy for the
files.

(v) The holding agency, upon receipt
of the approved SF 123, shall proceed to
release the property for donation in ac-
cordance with the pickup or shipping
instructions.

(c) General information regarding SF
123. (1) SF 123 is printed in a 10-part,
snap-out set. Sets can be purchased by
FAA and DOD for distribution to au-
thorized donees or applicants by order-
ing direct from the General Services
Administration (FCNI), Washington,
DC 20406. SF 123–A (Continuation sheet)
can also be purchased from the same
source. The continuation sheet is
printed in a 10-part, snap-out set. State
agencies may obtain copies of these
forms from the U.S. Government Print-
ing Office, Superintendent of Docu-
ments, Washington, DC 20402, or have
them printed commercially. When
printing these forms commercially,
State agencies must ensure that the
forms conform to the exact size, word-
ing, arrangement, etc., of the approved
Standard forms.

(2) SF 123 and SF 123–A sets are color
coded, having two each of five different
colors in each set.

(3) The SF 123 is designed for mailing
in a 37⁄8- by 87⁄8-inch window envelope
with a 11⁄8- by 4-inch window positioned
one-half inch from the bottom and
three-fourths of an inch from the left
side of the envelope. Slightly larger
window envelopes may also be satisfac-
tory, but the size and position of the
window should not be altered. Copies
should be folded along the horizontal
line above block 11, and when inserted
in a window envelope, the typed hold-
ing agency address will show through
the window.

[53 FR 16117, May 5, 1988]

§ 101–44.4902 GSA forms.

(a) GSA forms are illustrated in this
section to show their text, format, and
arrangement, and provide a ready
source of reference. The subsection
numbers in this section correspond
with the GSA form numbers.

(b) State agencies may obtain GSA
Form 3040, State Agency Monthly do-
nation Report of Surplus Personal
Property, from the GSA regional office
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serving the geographical area in which
the State agency is located.

§ 101–44.4902–3040 GSA Form 3040,
State Agency Monthly Donation Re-
port of Surplus Personal Property.

NOTE: The form illustrated in § 101–44.4902–
3040 is file as part of the original document.

§ 101–44.4902–3040–1 Instructions for
preparing GSA Form 3040.

GENERAL

Each report shall be signed and dated by
an approving official and submitted in dupli-
cate to the appropriate GSA regional office
by the 25th day of the month following the
quarter being reported.

A. Beginning Inventory— List the total
original Government acquisition cost for all
property on hand at the beginning of the re-
port period.

B. Property Received— Original Government
acquisition cost for:

1. From Federal agencies—Property re-
ceived and posted to inventory records dur-
ing the report period from Federal agencies
other than that received from sources identi-
fied under 2, 3, and 4, below.

2. From other State agencies—Property re-
ceived from other State agencies via an over-
age or SF 123 action and posted to inventory
records during the report period.

3. From Overseas—Property received
through the overseas program and posted to
inventory records during the report period.

4. Other receipts—Property received from
all other sources and posted to inventory
records during the report period, including
property released by Federal agencies with-
out documents, property returned by donees,
overages not previously posted, etc. Major
receipts (over $500 per line item) should be
explained in detail under ‘‘Remarks.’’

C. Property Donated— Original acquisition
cost of surplus property distributed to:

1. Public agencies (as defined in § 101–
44.001–10)—The original Government acquisi-
tion costs for donation to public agencies
during the report period shall be identified
for purposes of:

a. Conservation.
b. Economic development.
c. Education.
d. Parks and recreation.
e. Public health.
f. Public safety.
g. Two or more (when the donee indicates

on the State agency distribution document
that the property will be used equally for
two or more public purposes).

h. Other (when the property will be used
for a public purpose other than a through f).

2. Nonprofit institutions or organizations—
As indicated in § 101–44.207, donations to non-

profit institutions and organizations during
the report period shall be identified by (a)
educational and (b) public health purposes.

D. Other Distribution— Original Govern-
ment acquisition cost for:

1. Transfer to other State agencies—Total
acquisition cost of all property transferred
to other State agencies and dropped from in-
ventory during the report period as a result
of an overage or SF 123 action.

2. Return to Federal agency—Total acqui-
sition cost of all property returned to Fed-
eral agencies as approved by GSA and
dropped from inventory during the report pe-
riod with the exception of that property
turned in for sale.

3. Sold—Total acquisition cost of all prop-
erty dropped from inventory as a result of
sales during the report period whether sold
by the State agency or GSA.

4. Abandoned or destroyed—Total acquisi-
tion cost of all property dropped from inven-
tory as a result of approved and documented
abandonment or destruction actions during
the report period.

5. Other adjustments—Total acquisition
cost of all property redonated after having
been returned from a donee, lost, stolen, or
destroyed; shortages and inventory adjust-
ments not previously posted, etc., which
were dropped from inventory during the re-
port period and documented in accordance
with published procedures.

E. Ending inventory— To be computed by
adding A and B, then subtracting C and D
(A+B¥C¥D=E). F and G are for informa-
tional purposes only and are not included in
E since they are already represented in C and
D.

F. Method of Distribution— Total acquisi-
tion cost of property distributed during the
report period identified as (1) distribution
from a State agency facility or (2) picked up
or shipped direct from the holding agency to
a donee. (The total should be the same as the
total of C and D.)

G. Distribution to Public Agencies— Total
Government acquisition cost of property do-
nated within the State during the reporting
period.

1. Distribution to State public agencies
such as State police departments, State hos-
pitals, State parks, etc.

2. Distribution to county and local public
agencies, such as a county civil defense unit,
municipal health unit, county roads commis-
sion, etc.

(The total should be the same as the total
of part 1 of C.)

Remarks—Use this area to report on dona-
tions to programs that provide assistance to
homeless individuals. Include the total
amount of property donated, the number of
providers that received property, and the
number of individuals (estimated if not
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